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FOREWORB 



The issue of fair practice iw postsecDndaTy -education bas Mcelved consider-^- 
able attefition recentiys ±n the- context of biroad mllegattciins thmt eatalog state- 
ments misrepi'-asfitnt actual of ferings 5 that specifiu oifellgatioTia ate itot ful ly dis- 
closed, and that the legitimate eights of students are igfuiOMd, Federal officials, 
prompted by i^aports of tlie frauduleFit use uf federal itudftmt«aaslatance funda, have 
already piromulgated regulations requiring that postaevcoin^ary iKtstitutions follow 
certain practices with respect to tuition rafMds md tef^rmation disclosure* 
Othf^r regulations and actioms ha?ve been proposed. 

The /imerican Council on Education supports and affirms th^a need for fair 
practice and for accurate,, effective communication tn institutional bshartor 
coward atydeots. We believe that instances of popr practice iihould fee corrected 
ands furtherj, thafc problems of ineffective or cjuttino^ed practice cm best bm cor- 
rected by voluntary initiatives on tha part of the acadetnlc InstltutioiiJS theini- 
selves* Covernintntal ac^tic^n should direcfced toward the relatively fe^ Mises 
of fratttdulent or criminal abuse that call £or governmental penaltlea^ both civil 
md ctimnal* 

Iki light of changing expectations abo^iit fait prflctlce,, a variefty of VfQtiluiri^ 
tmty initiatlveis are now needed!, and the touwi^cll urge^s that all Imstitutioinis 
syst#mtically revle^^' their carers t proced,i;ire8 md^. iAmtb mecesBavryi improve 
thein BO as to ensyre fair traatmeot for st^dantSi Me are alvaa iSsklfig the Coun- 
cil on Post secondary Accreditation to take the lead in develppiisg a sdoAsI code' 
of good practice that raight be applicable to all icollegee and uiitw.t8ities m 
a atatetnent of an tins titutloin's respomaibilltiea toward Its students,* In the 
interim^ this paper has been prepared to^ aseist In the proicess of institutional 
reviews It offers some perspecitlvii om the IssMasr. and s^me exa-mplea of go/od 
praccice.s While r'tcogni^lng wide vaflatlsn In inetitutional oond'itlons and 
customs p vre hope that each Institutlori ©an usefelly adapt th#s# eKa^ples to 
its own ciroumstancee thrDii®h a thorotiigh and 00011 cietitlous reasseaeinerit of 
current practice^ 

loger Heyns> Pmaidsnt 
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ColUg€S and universities have tradittionally daveloped a variary of pro- 
ceiiuras to help Btudients get the most from their postsecondary education ex- 
perieii(Oe. Some practices such as frestaan orientation sessions, academe 
advislmg, and student handbooks are virtually universal* Other mechanisms 
such as catnpus hot-lLnies, ombudsmen, and "drop-in^* counseling centers hava 
been developed in reiBponse to particular institutional conditions, 

methar these and other existing practices meet the present-day meeds and 
eicpectations of students is 5 however, increasingly being called Into quiestloTi, 
Some observisrg claim that colleges and universities are falling to provide suf» 
ficient iofortnatlon to prospective students. Alleged instances of misleading 
tnfomation or neglect oE student rights have been widely publici2;ed. l-toreover^ 
beoatisa of job-market uncertaintias , Institutions are under pressure to provide 
tnforraatioxi on employment prospects in each field of study^ Student-initiated 
lavsutts, as well as complaints directed to state officials and legislatDrs, 
raise other disturbing questions, 

4ny givan problem my involve only a; few institutionsp but the under lyliig 
issue whether colleges and universitiee have become unresponS'ive to legitimate 
student needs affects the entire academic conmunlty* In light of this con- 
cern, it is important that all institutlong take steps to affirm their cotmnitment 
to fair treatment of students. Current policies and practlcei should be reviewed, 
and procaduraa Lmproved wherever necessary* Institutions should also consider 
ways to clarify and make more eKpllctt the terms of the ioeial contract implied 
hy the stiudent's agreement to attend and the institution's agreement to instruct. 
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Each has rights and obligations that should be mutually undarstood. To promote 
that understanding^ the Instituclon is responsible for being as thorough and 
precise as possible in describing what policieb it has chosen to follow and what 
it e:H;pects from students regarding their rights and responsibilities. 

This document is intended to help institutions review current policies 
and pra;Cticas affecting students in eight areas of institutional activity that 



have recentl;^-' 


■ come under criticism: 


i p 


Official PublicatioPiS 


II. 


AdmissiDns and KecruitTnent 


Ill* 


Financial Assiitance 


IV, 


Record Keeping 


V. 


Instructional Programs and RequiretnentE 


yl. 


Career Counsel ing 




Grievance Procedures, 


VIII. 


Student Services and Student Conduct 



the eKamples of good practice offered in each of these areas are neither re-- 
quilred nor reconnnanded , They simply illustrate approaches that some institu- 
tions have found soii table to their circumstancee . 

In the review of current procadures, two general principles of fair treat- 
Tnent should be given attentions 

Effective congnunicatiro : the provision of complete and accurate 
Information mn mill partinant aspects of Institutional policy 
and practtca,, Esse:titially calling for *'full disclosure^" this 
prtnoiple appllM both to the prospective student's need for 
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accurate Infonnation In making decisions about college enroll*- 
ment and to the enrolled student's need to be fully inforTned 
about the requirements affecting program completioii. 
Fair practice : the niainteriance of responsible and fair pro- 
cedures in all administrative tnatters affecting students. 
This principle entails institutional responsibility to 
provide efficient administrative services^ to ''deliver^' 
services and programs as described j and to maintain ade-- 
quate channels for hearing and resplving grievances* 
Both principles apply to a wide range of procedural relations between 
institutions and studetits* In reviewing present practices in light of these 
principles, institutional officers will need to address several practical 
tnatters: How can the adequacy of present practices be assessed? What addi- 
tional or revised procedures will be both TOrkable and effective? And how 
can the responsibilities of students be better defined and communicated? 

A broadly coordinated review may be necessary to consider such matters 
and to develop a new consensus on the meaning of '*fair and effective practice," 
A Joint conffliltteej consisting of students^ facultyj and administrators, might 
be designated to weigh alternative approaches and to decide on proper balances 
between institutional and student responsibilities, 

^ch institution can best translate the spirit of the suggestions offered 
here into policies and practices suited to its own circumstances and studenC 
pppulatipn. It is hoped that this document will facilitate review as a step 
toward .effective institutional response, 

i^Jm Exp0atation& for Fair PraaiiaB 
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I, OFFICIAJ. PUBLICATIONS 

Fair practice iinpUes careful attention to the accuracy of the infottnatlon 
provided in all official publications intended to tell students about the in- 
stitution, its offerings^ and its requirements* Such publications inciude col= 
lege catalogs^ student hamdbookSp and course schedules^ as well as all recruit- 
ment materials. 

Hanuscripts of publications should be carefully reviewed to ensure that 
the material is accurate and up-to-date and that the language can be readily 
understood by prospeGtive students. Special care should ba taken to avoid mis- 
leading statements about institutional offerings and requiretnents ^ whether by 
omission of important details, use of academic jargon, or failure to note 
restrictions , 
Examples of Good Practice 

The fallowing illustraUons are aff&md as emmpla^y proaedm-es that might 

be adapts by 0aah institution to fit Us OhM partiaular airaumstanaaa. 

o Establish cDtnmictees to review Tnanuscripts of catalogs and other publica- 
tions to ensure that the information provided is accurate and up-to-date 
on all basic terms of enrollment, including prograin offerings, tuition 
charges and other financial obligations, and requirements for acadaniic 
progress. Any special requirements , exceptions to policy, or restrictions 
in stated offerings (e.g,, enrolltnent limits, courses offered only in al- 
ternate years) should be clearly stated, 

o Have students review catalogs and other publications to identify aTtAiguous 

or misleading statetnents and to Indicate topics that require fuller eKpUnation, 
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Review ills tl tut ional statements of objectives to asjure that general des- 
criptions of the instltutloii j its purposfeSs intellectual environment, and 
student culture are balanced and restrained. Any statement about the unique- 
ness or superiority of the institution should be adequately supported and 
should not make or imply inaccurate comparisons with other institutions* 
Attempt to give a realistic image of the institutions including its strengths 
and limitations^ and of typical student experienaes* InstitutiQnal research 
data might be used to describe general student characteristics and experi- 
ences (e*g,5 the proportion who liva in campus housing^ fail a first-term 
course^ tnajor In certain fields of study). 

Develop separate broehureSj or sections of catalogs ^ to provide particular 
subgroups e*g.j part-time students , transfer students , returnitig adults 
with adequate information on institutional offerings and regulations appli- 
cable specifically to thern. 

Identify and clearly explain all academic terms that may not be readily 
understood by prospective st^idents Ce*g*j accreditation status j distinctions 
between degree and certificate programs, differences between regular and ad- 
junct faculty 3 residency requirements). 

Review the catalog's ef f eetlveness as a guide to institutional regulations 
for enrolled students. Opportunities available only to advanced students 

4 

or special procedures applicable only to enrolled students (e.g.j change 
of inajorj leaves of absence) should be adequately deicribed. 
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II, ADMISSIONS AND RECRUITMiiaT 

Institutions should review their adniissions practices to ensure that 
all pertinent application requirsments are clearly explained atid that ade- 
quate regard is shown for efficient procesglng of applications and timely 
no tiflcatioii. Recruiting materials especially films, brochures^ posters^ 
and advertising copy should be assessed for accuracy and balance; They 
should effectively "tell the college -s story,*' but also should provide true 
images and pertinent facts* Continuing efforts should be made to assure that 
all admissions staff members have accurate^ up-to-date information about the 
institiution and its educational program. 

Examples of Good Practice 

The foltming UtustmtimB otb offered as exmnplary proaedures that might 
be adapted by eaah imUUitian to fit Us Mn pm^tiaular aircumsimaeB . 
o Review the clarity a: d accuracy of eKisting descriptions of adsiisslons 
requirements j application procedures and deadlines ^ and noctfication 

dates regarding acceptance* 
0 Of far clear explanatione of any special admissions criteria, tests, 
or other procedures by which incoming students are assigned to re- 
medial instruction. Students required to take remedial worlc should 
be fully informed of its type and length and of any restriccions 
on enrollment in regular coursas while they are enrollad in 
remedial courses. 
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® PrDvide appltcancs with statements of institutional policies governing 
use of waiting lists for admissions ^ rnethods of appealing admissioris 
and financial --aid determinations ^ and procedures i^x raapplying or for 
applyiiig for second* term admissions, 

^ DSYelop techniques (e*g,, training sesslonSp periodic revtaw of educa- 
tional progratns) for keeping admissions staff members abreast of changes 
In the institution's progratns and facilities, 

o EstabliBh informal mechanisms for peer^lnforTnation exchange. Prospective 

and enroHed students might be given opportunities to talk with one another^ 
or student-written accounts of the acadeniic environTnent and campus life 
might be made available to prospective students^ 

0 Include a sCatement encouraging prospective applicants to review pertinent 
sections of the complete catalog la cases where pamphlets and other short 
materials cantiot cover all the basic inforniation that students need to 
know about an InGtltution* 

0 Provide statements , in catalogs or separate notices , about institutional 
policies goveirning transferability of credit from other institutions ^ 
credit for ©jcperientlal learning, or use of the College-Level EKamlna- 
tion Program and other eKaminatlons * Such statements should also 
cover institutional policies about the terms under which courses taken 
several years previously would be accepted as part of current degree 
-work, 

11 
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Ill, FINANCIAL ASSISTANCE 

lnsciCution£ should provide prospective and enrolled students with the 
best possible iuformation and advice regarding probable costs ^ types of financial 
assistance^ and the financial obligations they assume %Aieti they enrDll at the 
institution or accept particular types of financtal assistance. Tuition costs 
and other fees should be fully described ^ particularly when charges vary ac- 
cording to progranip level or type of study^ or student status* Insofar as pos* 
siblej students should be notified of likely additional costs , such as special 
equipment or laboratory fees* The terms for refunding tuition or housing charges 
and for waiving certain requirements should also be clearly explained. 

Students should be clearly inforrried about all types of financial sssiJtance 
for which they are eligible^ The various types of assistance might be specifically 
compared j with the advantages and limitations of each highlighted and any restric- 
tions outlined* Such comparisons should distinguish afflong institutional sourcei 
and Independent or goverfmiental sources of assistance. 
Examp I e s p_f Go o d Pr a c 1 1 ce_ 

The fotlMing illuatmtionB are offered as e^smplaiy proaeS4mB that might 

be adccpted by each institutim to fit its am paptiaular airaumstmam. 

o Provide careful and complete statements of necessary prQceduras, deadlines, 
and notification dates in applying for financial aid* A separate effort may 
be required to Inform enrolled students about procedures relevant to them in 
ipp lying for financial assistance, 

o Review descriptive statCTients and application forms for financial aid to en- 
sure that students are given clear and precise information on the financial 
obligations of enrollment* 
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o Develop brachuraa or leaflets that explain to prospective students Ln 
tems readily understandable to them the advantages^ llmltationia and 
apeclfic obligations of each type of financial assistance, 

Q Dlitlngulih clearly between financial aid offered froTn Institutional re* 

iourcas and financial aid offered by federal, states or other noninatltntloml 
sources that are available to studenta at alirost all poi tsecondary inst IttJtigns* 

o Initiate new efforts to guide students in realistic financial planning. For 

initance^ estimates of the likely costs of books ^ laboratory equlpmentj field- 
work cKpenaes^ and so forth^ might be developed. Case eKamples of such costs 
might be drawn from the eKperlence of other studenta. Descriptive data oi^ 
previous classes could be collected and disseminated (e.g., proportions re- 
ceiving various types of financial assistancej average amounts of aid received 
frotn each aoiirC6j typical aid packages, earnings from part-time jobs). 

o Review institutional policies and official statenients on refunding tuition 

and fees and| where necessary, develop policies that provide for an equitable 
return of payments ^en students withdraw and for adeauate notification of 
proeedures in applying for a refund. 

o Developj and make widely available to prospective and enrolled studenta ^ 
policy statements eKplaining how changes in academic status (e.g., change 
from full-tlffie to part-tiine study; transfer to another institutloni temlna* 
tlon of studies) affect the tems of the student's financial obligations. 
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IV. RECORD KEEPING 

Institutions should ensure that student records are accurate, up-to-datei 
and secure* Efficient procedures should be Tnaintalned In handling records and 
in providing studenta mth reasonable access to their records. Formal state- 
raents eKplaining institutional policies with respect to student records and 
accounts might be developed and tnada widely available to students; such state- 
ments should describe the Institution's procedures for Mintalning the confl- 
dantiality of records and should outline thm limited conditions under which 
disclosure can be tnade* 

Gs^lalnt or appeal mechanisms should be available for resolving diffi- 
culties that students inay have concerning their records. The student's right 
to challenge, and request correction of , Information should be made clear ^ 
In turn, institutional staff should be trained to administer correctly all 
policies governing student access to records and challenges relating to their 
records^ 

Exainples of Good Practice 

The follaDing lUu&tpatiom are off&Ted as em&mplary proaedureB that might 
be adapted by maoh m&tiUition to fit its mn partiautar oiraimBtmaeB, 
0 Develop a policy statement, made available to all students, that describes 
procedures whereby students may gain access to their official records 
and accounts mi affiras the institution's responsibtllty to resolve 
promptly all questioni about possible errors in the records. Such a 

14 
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statetnent should Include a suOTnary of the terros and rcquirewieiiti of 

the Family Educational Rights and Privacy Act (the Buckley ^endment) . 
o Establish periodic review of current practices to asiure efficient 

procedures in keeping student records accurate and up-to-date, 
o Review procedures for keeping records and accounts to assure that 

only pertinent information is maintained, 
o Provide students with published schedules showing the amount of time 

required under institutional procedurea for transmitting transcripts » 

changing records, and recording the previous tern's work, 
o Develop a policy statement affirming the confidentiality of student 

records and explaining clearly the conditions of their disclosure. 

Such a statement might include eKamples of situations in ^ich records 

will be released to authorized parsons. 
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V. rNSTRyCTIONM. PROGRiy'IS AND REQUIRS^ffiNTS 

Institutions should effectively inform students about the full range o£ 
program options available to them and about all institutional and depart* 
mental requirements for academic progresi and program complefcton, Descrip*^ 
tive materials should note special progra™ and opportunitiea to waive cer- 
tain requirements. Fair practice also requires that students be given ade- 
quate notice of any changes in requirements or programs. Insofar a?, possible^ 
such changes should not unduly impede tha academic progress of students al* 
ready enrolled. Informal complaint mechanisms should be readily available, 
possibly within each department ^ to students who have complaints about their 
programs J instructors, grades, or other academic matters; students should be 
infomed at these mechanisms and encouraged to discuss their grievances 
initially through these channels* 
EKamples of Good Practice 

Th& following UiuBtmtiona are off&i^d as mmmplary proaeduree that might 

be adaptmd by eaah institution to fit its mm pc^tiaular airam&tmaBB. 

0 Raview current procedures to ensure that students are fully informed 
about program pfferings and requlreflients far completion ot studies. 

0 Provide clear eKplanations of the options available for students to 
fulfill program requirements by means other than those nonnally fol- 
lowed. Such means might include individually planned majors, ctedlt 
for eKperlential learning, and substitutions among course requlrementi 
to fit particular Interests* 
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Develop statements^ at the deparfcmMt level , describing mdh program 
o£ study in terms of teaching itnethodsi, learning objs^tlveSf, research 
Ititereets and professional competencies of fscultyj mr it® dtsttnctive 
epiphasis* Suclh departmental atateoifints might ineorpdrate Inititytional 
research data on students in each clepartment; their skills , imteffieta^ 
laarning achievements ^ and competencies gained. 

Pol low principlea of fair prmetice tegarding th# status of studenti wha 
are affected by changes in, or elimination o£s academic programs* Such 
policies should make explicit how the rights ^1 enifolled etwdents would 
be eafeguarded whan such ahanges are made^ 

Inform students of the possible acadanlc and financial Odfiiaqoeneei of 
interrupting their studies* Such tn format Ion taight inclMa statttsen^ts 
of institutional policies for reapplying and returning to studies ^ of 
requirements £or completing particular courses in sequence^ m& of 
stipulations about the time alloved for making up uncompleted work* 
Establish informal mechanisms hereby students nay diicuse complalnti 
or academic p;oblema# Such meahanlania might include a special advisor 
In each department* 
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VI. GAREIR COTOSELmG 

As part o^f its program of career counseling, each institution should wakm 
comtimuing efforts to provide students with r^liatole and yp-to*date information 
on the careers in ^tch they express interest. Career- counseling progt^ams should 
fee directad toward giving students a reAliitic picture of the employment market 
in particular fiBlda; such a picture might include projactions of probable dmrnmid 
as well as current InfoTOtation on the nature of entry-lavel posltionSj, on typical 
lifelong career and earning patterns ^ and on the educational requirements for 
each occupation. 

Statements deacribing the services offered in the institution' i career- 
counseling or placecent program might b© developed and made availabla to all 
atudemta. Such statements should accurately describe the nature and CKtent of 
the services and should note any charges foir particular serviets md any restric- 
tions in offerings. 
ExCT ples of Good Practice 

The fallmHnQ illuBtrations m^e offered m e^smpla^y promdure& that might 
be adapted by €nah imHtutiatt to fit its am pm^HmtaP airawnBtanaeB. 
Q Provide interestea studentti with accurafiep up-to-date information on the 
tmployment prospects for college stulentt toajoriiig in varioua fields of 
study. Such information might include summaries the job*£indtng experi^ 
a^ees of recent grediuates and the Interpretation of findlngi itm reaent 
auf^eys and projections* 
o Help students develop career-pl^anning skills that can be useful to the© 

throughout their adult lives ^ Career- informatio^n mterlals might emphaai^e 
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the practical steps tip be taken in niaklng career declsioniSj, the diverse 
career pBtterns that people often folloWp and the value of contingency 
plaiiTiing and of Invaatl gating previously overlooked career options, 

o Hold training seasions for atudei^ts Intereated in job-iaeking techniquea 
and planning for Initial employment* 

o Develop accurate and detailed statetnanta that eKplaln the services avallebla 
to stwdenti from the imstltutlon's career-counseling or placem©Bt program^ 
noting fully any Ber/ieesi that are available only to certain students or 
that carry an additional charge, 

o> Develop descriptive mateiriale on the ef f ectlvenees of the institution's pre- 
profess ionai and other career-oriented programs in helping atudents realise 
their occypational o&jecttvesr. Such materials inlght include data on recent 
graduates (e*g*^ the proportion in each progrirai ^o enrolled for advaticad 
study Of who foundf etnployment in the appropriate field^ the proportion %Aj© 
later changed their career plans or who did not complete the prograta). 

o Review and strengthen posaibla relations between the Institution's career* 
counsaling activities and Its academic Edvialiigi 

Q Offer vocational testing^, analysis of career interested and assessment of 
strengths and weaknesses to thosie students who want thle assistance in , 
ahooiing their acad^ic programa. 
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VII, GRIEVMCE PROCEDURES 

Fair practice requires that students be provided with a variety of channeli 
for regiitering and discussing their grievances and getting them rescilved* Such 
channels ihould range from Informal fflechinlsms tar handle minor probremg as quickly 
as possible to more foiTftal structures to allow fw a hearing and, If neceisary, 
appeals, Deacriptiva information on eKisting complaint channels and on prooedurei 
for using them ahould be c-i'^ilatle Co alt students. The terms for confidential- 
ity in handling grtevancCiv sl^^uld alio be clearly eKplaloed* 
EKaniples of Good Practice 

follm'^ing illuBtratiom ap& offered as em&mpt^ pmae^res that nAght 
be ad^ted by eaah institution to fit its am^ pajt^tiautar Qiraum&tmaeB. 
Q Reviw the adequacy ©f eKletlng grievance procedures, formal and inforMlf 
and revise them as necessary to confoinn with standards of due process and 
procedural fairness, 
o Dlaaeininate policy statemajits deacttbii^s the full range of grlevancs mech- 
anisms available to students i the procedurei involved in using them, and 
the persons yhom the itudent should get in touch with to discuss pi^oblemi 
Informally or to register a complaint* 
o Establish cmipus-ln£©CT^tt« or other telephoiie numbers that studants can 
call for advice on the correct proeeduree for handling particular problCTii, 
vhather academic or admlnlitratlve. Other mepns to make students more aware 
of available grievance mechanisms and to improve their access to needed 
information, advice, and counseling should alio be considered and develaptd. 
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o Develop informal complaiTit mechanisTns within each academic department 
to handle problems arising in. connection with its instructional pro- 
gram (e.g*, eKamlnatlon policies, grading, faculty conduct), 

0 Establish an ombudsman system or a student advocate's office to deal 
infortnally with a variety of academic and adminlgtrative complaints. 

o Monitor the nature and incidence of student grievances and the problema 
connected with resDlving them effectively* Such an activity might in^ 
elude a periodic review of alternative methods for prompt and equitable 
resolution of grievances. 
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VIII, STUDHqT SERVICES AND STUDENT CONDUCT 

Institutions should provide full and accurate deicrlptions d the 
various services available to students under campus -housing, health-servtces, 
or other agreements* When changes in such servicei must take place — Aether 
In level of services, in fees, or in policy adequate notification should 
be given and equitable adjustments made. ReiCrictioni in the availability of 
services should be eKplicitly noted (e.g., restrictions affecting part-time 
or nondegree students)* 

Students should also be given full information on institutional policies 
with respect to student conduct, dress (if any)^ political activity, and parti- 
cipation in eKtraeurrioular activities. Official eKpectations about student 
conduct should be clearly described, as should the use of disciplinary proceed- 
ings in connection with violations. Efforts should be made to acquaint students 

opportunities to participate in formulating policies affecting student 
activities* 

Samples of Good Practice 

m0 follMing illuBtmtionB are off&md as ewemplary praaedurea that might 

be adapted by each instiiutian to fit its am pwptiaular airawnBtmaee. 

0 Rwiew current policies and practices ^Ich respect to student services 

to ensure that they are fair and that the services are provided effl* 

clently mA In accordance with announced policiea and desOTiptlve statements, 
o Provide atudenti with accurate and up-to-date information on the services 

and eKtracurrlcular activities available to thwii including full eKplanationi 

of purposei, likely costs, and terms of eligibility, 
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o Revisw eicis ting procedures whereby students can participate in planning 
and developing student services and in formulating policies with tespect 
to student conduct* 

o Develop an Institutional stattTOent of the rtghts and responstbilitiei 
of itudents as members of the college community* Such a ataCement 
should include a description of the channels available for registering 
grievances in connection vtth such rights and responsibilities (see 
Section VII), 
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